CHAPTER9

CASH REQUESTS

INTRODUCTION.

This chapter explains how to obtain your grant funds.

GRANTEE RESPONSIBILITIES

You mus fulfill any gpplicable specid conditions of your contract prior to incurring activity
cogs or drawing down you r grant funds (see Chapter 2). 'Y ou must dso account for the use of
al of your grant monies (see Chapters 7 and 10). This section covers.

A.

Types of cash requests

1 Advances
2. Rembursement
3. Lump-sum drawdowns

Predidhursement conditions

Cash request Form

Hnandd management requirements

1 Advances
2. Excess cash on hand
3. Interest earnings

Typesof cash requeds

You may draw down funds by advance and/or by rembursement or, for housng

rehabilitation projects by lump -sum. Note that once you sdect a method you will
normdly use that method throughout the term of your contract. All funds are

requested using the Cash Request form (See Section VI of this chapter).

1. Advances. Theinitid request for an advance may be for the firgt two months cash
needs as esimated in your gpplication. In most cases, this will be for generd
adminigraion costs only. Additiond advance of funds may be requested when
your monthly cash flow andyssindicates aneed for additiond funds At thetime
of a request, cash on hand, including program income devoted to the activity,
should not exceed $5,000 at the end of amonth without clear judtification (see D.2.
below). Remember that program income must be disbursed for the grant activity
prior to requesting additiond grant funds. Advances may only be requested up
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until the 27th month of the contract for 30 -month grants or 90 days before the
expiration of aplanning grant. Funds requested after these dates must be requested
on arembursem ent bass

2. Rembursements. Y ou may request grant funds on areimbursement basis for costs
incurred and expended.  Such requests should be submitted on anas  -needed basis
but no more frequently than monthly.

3. Lump-3um dravdowns.

Lump-sum drawdowns are permitted only for the loan pool portion of Housng
Rehabilitation ectivities, generad adminigtration and activity ddivery portions of the
CDBG grant must be requested using dather the advance or rembursement
methods described aove.  See Chepters 10, Reporting, and 16, Housing
Rehauilitation, for more information on the lump -sum drawdown reporting and
programmétic requirements.

Certain conditions gpply to lump -sum drawdown cash requests:

you may use the gandard cash request form, but alump  -sum drawdown report
must aso accompany the cash request

funds must be deposited immediady into thelump  -sum account

the entire amount of the lump -sum amount Sipulated in the lump -sum
drawdown agreement with the financid inditution must be drawvn down in one
cash request -no Splitting of fundsisdlowable

you mugt obtan prior Depatment goprovd of the lump -sum drawdown
agreement with the locd finanaid inditution

the firg housing rehabilitation loan has to be approved within 45 days of the
lump-sum depogit into the locd financid inditution

a subgtantia amount of the depost must be expended within 180 days of the
depogit

al other cash requedts for generd adminigration and activity ddivery during
the term of the contract mugt includeacopy  of the lump -sum drawdown report
(see Chapter 10)

i it
Your CDBG contract will contain conditions which must be met prior to your
incurring adminidrative and/or program activity funds, and prior to drawing down
CDBG funds. For example, most grantees may incur generd adminigration cogs from
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the effective date of the contract but may not incur cogts or expend funds for program
activities until they fulfill the environmental review requirements and any pecid
conditionsof the contract.

Review your contract to determine which specid or other conditions must be met prior
to incurring program activity coststo be paid with CDBG funds. Once the Department
has confirmed in writing that you have met the conditions, you may incur program
activity codts.

Remember that no codts incurred prior to the effective date of your CDBG contract
may be charged to CDBG unless you have specid written permisson from the
Depatment.  Once the contract is Sgned by the State, digible expen  ditures may be
incurred and expended againg the grant subject to the contract terms.

Cash Requed Form
When To Submit:  UseaCash Request form to:

Request funds by any of the methods liged above. Whenrequetingalump -
sum drawdown, complete and submit alump  -sum drawdown report with your
Cash Reques;

When the program’ s cash -on-hand exceeds $5,000 a the end of the month.

Cash reguests must be submitted pursuant to D.  “Fnancid Management
Reguirements’ described below.

The dtate contract contains specific information in Paragraph 13. “Method of
Payment”, subparagraph b., about the timing for find cash requests, please
refer to your contract for more information.

Instructions:

While on the Internet, this form can be downloaded, viewed, and completed in
Microsoft Word.

Provide the requested information on the grant and contact person; CDBG drawdowns
and expenditures to date; and the amount of cash requested. Report the program
income being used for the grant activity, and the bdance s on hand in your escrow
account. Round al numbersto the nearest dollar and be sure dl figurestota correctly.

Be sure your request is only for cogtsincurred during the term of the contract. Generd
adminigration funds may be requested as soon as the contract is fully executed.
Program implementation funds may not be requested until the Depatment has
provided written gpprova that any specid conditions atached to the contract have
been deared. Identify the subtotas of cash requested by activ ity
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D.

using the same categories as in your contract, or by specific project, if an Economic
Devdopment grant. Use the comment gpace to explan any cash on hand or any
unusua request.

Note that the State Controller's Office (SCO) will not accept dtered requedts, so if you
must make a correction to your request, line out the error and write in and initid the
correction. Do nat use white-out or otherwise obliterate the error. If the form does
not comply with these requirements, it will bereturnedto  you.

Whereto Submit:  Submit the Sgned and certified origind request and three
copiesto:

Department of Housing and Community Deve opment
Divison of Community Affars

Federd Fiscd Unit - CDBG, MS390 -4

P. O. Box 952054

Sacramento, CA 94252 -2054

If you have questions about completing the request form, contact your CDBG
representative.

inandial .

1 Advances. Federd Treasury Circular No. 1075 requires that cash advances to
you and your subcontractors conform to the same  dandards of time and
amount as gpply to cash advances from the federd program agendes to the
Sae Thesegandardsare:

Cash is drawvn down only when actudly needed for disbursement. For
the States system, a grantees request for funds may not exceed
projected needsfor the next 30 days.

Timely reporting of cash disbursements and balances.

Falure to adhere to dl reporting and drawdown requirements will result in
termination of your use of a cash advance sysem, and the Department will
make sub sequent payments on arembursement basis.

2. Excesscash onhand . Federd regulaion 24 CRF 570.489(c)(2) requires locd
grantees to "use procedures to minimize the time egpsing between the transfer
of funds by the State (to the grantee) and disbursement for CDBG activities.”
When cash on hand exceeds $5,000, and the excess cannot be judtified (thet is,
it will not be expended within a reasonable time period), you must return the
excess to the Depatment. Make a check payable to the Depatment of
Housing and Community Development for the amount in excess of $5,000, and
mail it to:
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V.

Department of Housing and Community Deve opment
Adminigraion & Management DiviSon

Accounting Office Branch, Cashier

P. O. Box 952050

Sacramento, CA 94252 -2050

Include a cover letter with the contract number and an explanaion why the
funds are baeing returned. Send a copy of the check and cover letter to the
CDBG fiscd gff a:

Department of Housing and Community Deve opment
Divison of Community Affars

Federd Fiscd Unit - CDBG, MS-390-4

P.O. Box 95204

Sacramento, CA 94252 -2054

Interest earnings. The interest and investment revenue earned on advances
must be returned to the Department, a least quarterly. All interest earnings on
lump-sum deposits must be returned to the Department.  The firgt $100 of
interest earned on CDBG grant funds may be usad for adminigrative cods
This $100 excdusion does not apply to interest earned on lump  -sum deposits.
When returning interest earnings  to the Depatment, follow  the same
procedures asin D.2. above.

COMMON PROBIL EMS

Incurring codts or requesting funds for project activities prior to the clearance of grant
conditions.

Interest income and/or investment revenue not returned to the State.
Request for advance exceeds amount required for immediate (30 -day) needs.
Reporting of program income that will not be used for current grant ectivities
Reguest date on Cash Request is efter the expiration date,
Expenditures were incurred after the expiration dete of th e grant.
DEPARTMENT'SROI E
CDBG fiscd and program Staff review each Cash Requedt, and will return it to you if

corrections are needed.  Staff will compare the request to recent reports to assess the actud
expenditures and need for cash.
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V. REFERENCES
24 CFR 570.489(c)(1)  edtablishesrulesfor advances and interest earnings thereon.
24 CFR 570513 edtablisheslump -sum drawdown requirements.
24 CFR 560511 describes the escrow account.
Treasury Circular 1075 setsthe policy for sound cash ma nagement practices.
VI. SUPPORTING MATERIAL S

Cash Request (Form)
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Community Development Block Grant Program
CASH REQUEST

NOTE: Whileon the Internet, thisform can be downloaded, viewed, and completed in Microsoft Word.

Granteee Contact Person: Grant# Am#_
Address Title: Report Period: To:
Address Phone No. ExpirationDates
Phone No. Organization: Request #:
ADVANCE [] LUMP Sum [ REIMBURSEMENT[_]

A. CASH REQUEST

1. Tota CDBG cash received as of request date -
2. Program Income received and available for this grant activity as of request date -
3. CDBG cash dishursed as of request date -
4.  Program Income disbursed for this grant activity as of request date -
5.  CDBG cash on hand as of request date (1+2 -3-4)(if>$5,000 explain in Comment section) -
6. Totad CDBG funds previoudy requested (not including line 7) -
7. Amount of this CDBG Cash Request -
8.  Cash Request by contract activity (must equa amount on line 7)
— i -

9. If Escrow Account - Current Balance
Will balance be expended within 22 working daysof deposit? [ JYes [ INo

10. Comments.

B. CERTIFICATION

| certify that to the best of my knowledge thisreport istrueinal r - espects and that al disbursements have been
made for the purpose and conditions of this grant.

Name Title Signature Date
STATE USE ONLY

15-day environmentd review comment period applicable Yes No

CDBG Fiscd Representative Date:

CDBG Program Representative Date:

CDBG Manager Date:

Index PCA Amount

Index PCA Amount Grant Balance

Revised August 27, 1998
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